
ID WBS Task Name Start Finish Milestone
1 1 Project Management Wed 1/2/02 Fri 1/4/02 No

4 2 Analysis Wed 1/2/02 Thu 1/17/02 No

5 2.1 Schedule meetings with each manager Wed 1/2/02 Mon 1/14/02 No

6 2.2 Observe meetings Wed 1/2/02 Fri 1/11/02 No

7 2.3 Provide feedback to facilitator Wed 1/2/02 Fri 1/11/02 No

8 2.4 Determine if possible candidate for individual team support Wed 1/2/02 Fri 1/11/02 No

9 2.5 Decide on teams to be supported Mon 1/7/02 Fri 1/11/02 Yes

10 2.6 Discuss details of project with managers of team to be supported Tue 1/8/02 Thu 1/17/02 No

11 3 Project Plan Wed 1/2/02 Fri 3/1/02 No

12 3.1 Complete Project Plan Wed 1/2/02 Fri 1/4/02 No

13 3.2 Submit plan for review Mon 1/7/02 Mon 1/7/02 No

14 3.3 Obtain acceptance Wed 1/9/02 Fri 1/11/02 Yes

15 3.4 Project Tracking Wed 1/2/02 Mon 2/18/02 No

16 3.4.1 Develop status reports Wed 1/2/02 Wed 1/2/02 No

17 3.4.2 Submit deliverable materials Wed 1/2/02 Wed 1/2/02 No

18 3.4.3 Client touchpoint meeting with Anne Mon 1/7/02 Mon 2/18/02 No

23 3.5 Update Project Plan Fri 1/4/02 Fri 3/1/02 No

33 4 Resource Planning Mon 1/7/02 Fri 1/18/02 No

34 4.1 Determine SFA U champion Mon 1/7/02 Fri 1/11/02 No

35 4.2 Orient/train SFA U champion Tue 1/15/02 Fri 1/18/02 Yes

36 4.3 Secure Interaction Associates Mon 1/7/02 Fri 1/11/02 No

37 5 Training Wed 1/2/02 Fri 3/1/02 No

38 5.1 Contact IA and determine available dates Wed 1/2/02 Fri 1/4/02 No

39 5.2 Secure training date Mon 1/7/02 Fri 1/11/02 No

40 5.3 Identify SFA U employees to attend Tue 1/22/02 Fri 1/25/02 No

41 5.4 Customize Facilitative Leadership with IA for SFA U Fri 2/22/02 Mon 2/25/02 No

42 5.5 Conduct Training Tue 2/26/02 Thu 2/28/02 No

43 5.6 Faciltative Leadership training complete Fri 3/1/02 Fri 3/1/02 Yes

44 6 Team Support Tue 1/22/02 Thu 2/28/02 No

45 6.1 Prepare for orientation Tue 1/22/02 Mon 1/28/02 No

46 6.1.1 Send out save the date email Tue 1/22/02 Tue 1/22/02 Yes

47 6.1.2 Send out intro to 1/2 orientation (agenda) Mon 1/28/02 Mon 1/28/02 No

48 6.2 Conduct 1/2 day orientation to Effective Teams Wed 1/30/02 Wed 1/30/02 Yes

49 6.2.1 Fill out meeting evaluation survey (to track team improvement) Wed 1/30/02 Wed 1/30/02 No

50 6.2.2 Review Effective Teams vision, purpose Wed 1/30/02 Wed 1/30/02 No

51 6.2.3 Discuss 4 modules of Effective Teams Wed 1/30/02 Wed 1/30/02 No

52 6.2.4 Set expectations and agreements, roles Wed 1/30/02 Wed 1/30/02 No

53 6.2.5 Review team schedule and establish team goals Wed 1/30/02 Wed 1/30/02 No

54 6.2.6 Determine how team will measure performance Wed 1/30/02 Wed 1/30/02 No

55 6.3 Meeting Skills Support Thu 1/31/02 Mon 2/25/02 No

56 6.3.1 Support pre-meeting activities Thu 1/31/02 Mon 2/25/02 No

57 6.3.2 Collect feedback Thu 1/31/02 Mon 2/25/02 No

58 6.3.3 Support post-meeting activities Thu 1/31/02 Mon 2/25/02 No

59 6.3.4 Coaching support Thu 1/31/02 Mon 2/25/02 No

60 6.4 Conduct 1/2 day key learnings / close out session Tue 2/26/02 Thu 2/28/02 Yes

61 6.4.1 Prepare materials Tue 2/26/02 Wed 2/27/02 No

62 6.4.2 Review expectations, goals Thu 2/28/02 Thu 2/28/02 No

63 6.4.3 Brainstorm successes, challenges Thu 2/28/02 Thu 2/28/02 No

64 6.4.4 Discuss key learnings Thu 2/28/02 Thu 2/28/02 No

65 6.4.5 Determine next steps Thu 2/28/02 Thu 2/28/02 No

66 6.4.6 Discuss how to use the tools in the future Thu 2/28/02 Thu 2/28/02 No

67 6.4.7 Fill out meeting evaluation survey Thu 2/28/02 Thu 2/28/02 No

68 7 Effective Team Materials & Templates Mon 1/7/02 Fri 1/18/02 No

69 7.1 Meeting Skills overview materials Mon 1/7/02 Fri 1/18/02 No

70 7.2 Meeting roles Mon 1/7/02 Fri 1/18/02 No

71 7.3 Team Decision Making Process Mon 1/7/02 Fri 1/18/02 No

72 7.4 Designing Pathways to Action Mon 1/7/02 Fri 1/18/02 No

73 7.5 Tools for Reaching Agreement Mon 1/7/02 Fri 1/18/02 No

74 7.6 Agenda Planning Template Mon 1/7/02 Fri 1/18/02 No

75 7.7 Agenda Template Mon 1/7/02 Fri 1/18/02 No

76 7.8 Preventions / Interventions Mon 1/7/02 Fri 1/18/02 No

77 7.9 Meeting Follow-up Template Mon 1/7/02 Fri 1/18/02 No

78 7.10 Coaching / Feedback process template Mon 1/7/02 Fri 1/18/02 No
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ID WBS Task Name Start Finish Milestone
79 7.11 Project Management Templates Mon 1/7/02 Fri 1/18/02 No

80 7.12 Meeting evaluation survey (to track performance) Mon 1/7/02 Fri 1/18/02 No

81 8 SFA Organizational-wide support Wed 1/2/02 Tue 3/5/02 No

82 8.1 Create introduction letter for Anne to send out to staff Mon 1/14/02 Wed 1/16/02 No

83 8.2 Send out introduction letter to staff Thu 1/24/02 Thu 1/24/02 No

84 8.3 Send out Chuck's Champion intro letter Tue 1/29/02 Tue 1/29/02 No

85 8.4 Create Information Brochure Wed 1/30/02 Tue 2/5/02 No

86 8.5 Create Facilitative Leadership Posters Wed 1/23/02 Wed 1/30/02 No

87 8.6 SFA U All Hands Meeting Mon 2/18/02 Wed 2/20/02 No

91 8.7 Conduct 1-on-1 meeting preparation as requested Wed 1/2/02 Thu 2/28/02 No

92 8.8 Distribute templates to SFA U Tue 1/29/02 Tue 1/29/02 Yes

93 8.9 Send out Tip of the Week Tue 2/5/02 Tue 3/5/02 No

99 8.10 Check in with managers to discuss progress Wed 1/2/02 Thu 2/28/02 No

100 9 Project Summary Fri 3/1/02 Tue 3/5/02 No

101 9.1 Summarize lessons learned Fri 3/1/02 Mon 3/4/02 No

102 9.2 Calculate and analyze team surveys Fri 3/1/02 Mon 3/4/02 No

103 9.3 Determine Phase II next steps (TBD) Fri 3/1/02 Tue 3/5/02 No

104 9.4 Present findings to management team Fri 3/1/02 Tue 3/5/02 Yes
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